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DCNG-HRO VISION

HRO, through continuos 

improvement of it processes 

and procedures, to become 

the NG model of excellence 

MISSION STATEMENT

To provide quality service in a 

timely and professional manner 

to all our customers, internal and 

external , as it relates to full-time 

personnel issues.

Introduction

This handbook is intended to be a quick reference for use by all District of Columbia National Guard Technicians.  It is geared directly toward those programs and benefits that are unique to the Technician Program. Responsibilities as well as benefits as a member of the National Guard Technician workforce are covered.  The information in this handbook is only an overview, is not regulatory, and is not the “final word.”  You are encouraged to talk to your supervisor or your Human Resource Office staff for more details.

There are many other benefits you may be eligible for because you are members of the DC National Guard.  However those benefits are generally administered through your military unit, or designated specialty office, or designated Point of Contact (some examples are:  College Tuition Assistance, Distinctive DCNG License Plates, Veteran’s Cemetery benefits).  Suggested improvements and recommended change to this handbook are encouraged and should be sent to: 

ATTN:  SSG Ernesto Rodriguez

Human Resource Office (DCNG-HR)

2001 East Capitol Street

Washington, DC 20003-1719

Voice Phone:  (202) 685.9767 or DSN 325.9767

FAX:  (202) 685.9765 or DSN 325.9765

Thank You!  We very much appreciate your feedback!
(Click your mouse pointer on the Page number & it will take you there.)
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Chapter 1  –  Federal Technician Program

Overview

The National Guard grew out of the various State militia which have been a significant part of our defense history since the early 1700s.

As a Federal employee you are covered by the National Guard Technician Act of 1968 (Public Law 90-486).

Military Technicians are required to maintain military membership in the National Guard in order to retain employment.  They are referred to as "Civilian" Technicians”.

In the context of full-time work, Technicians are considered to be employees of the Department of the Army or Air Force.  However, unlike other Federal employees, The Commanding General of District of Columbia (CGDC) is the authority for hiring and is the final authority of appeal for most personnel actions.  With few exceptions, a Technician enjoys the same benefits, rights and privileges as other Federal employees.

The primary purpose of the National Guard Technician is to provide day-to-day continuity in the training and operations of Army and Air National Guard units.

Chapter 2  –  Equal Employment Opportunity (EEO)

Equal Opportunity Policy Statement:

The District of Columbia National Guard is committed to operational practices that will demonstrate full adherence to both the letter and spirit of the law guaranteeing equal opportunity to all without regard to race, color, religion, gender (including sexual harassment), age, national origin or physical or mental handicap, or retaliation for involvement in an Equal Opportunity matter.

Endorsement and support of an equal opportunity program in the District of Columbia National Guard is imperative.  Equal opportunity requires special affirmative action throughout the District of Columbia National Guard to overcome effects of discrimination.  Therefore, equal opportunity cannot be merely a “neutral” policy.  It requires goal-setting programs that include measurement and evaluation factors and accountability for goal achievement.

Commanders, Managers and Supervisors at all levels share responsibility for achievement of established affirmative action goals.  All District of Columbia National Guard members are to adhere to and foster the intent of directives and laws on equal opportunity in order to utilize individuals to their maximum in mission accomplishment.

Chapter 3  –  Technician Duty Explained

Excepted and Competitive Technicians Defined:

National Guard Technicians fall into two categories:

1.  Excepted (or Dual Status) Technicians - Most positions in the National Guard Technician Program are “excepted service” and require military membership in the National Guard as a condition of employment under the provisions of Title 32, USC, Section 709.

2.  Competitive (or Single Status) Technicians – If you are a Competitive Technician you can not occupy a position that requires military membership under provisions of Title 5, USC.  This may limit your eligibility for higher graded positions, because there are generally not a lot of these positions within the National Guard.

Veteran’s Preference

Does not apply to the National Guard Technician Program.

Military Membership Requirement

As a military Technician, military membership in the National Guard is a condition of employment.  Loss of military membership for any reason will cause termination of Technician employment.

Military Uniform

Your respective military branch uniform is required to be worn while performing Technician duties.  In addition, compliance with established grooming requirements is essential.  While in uniform, even after duty hours, proper customs and courtesies shall be extended as appropriate.  Enlisted Technicians are authorized to make one-for-one exchanges at DCNG clothing issue points of clothing items that are no longer serviceable at no cost.

Compatible Military Assignment

Military Technicians are required by law to be assigned to a military position compatible with their fulltime job.  The military grade shall be comparable with the civilian grade of the job.

Travel

The mission may require use of military transportation while traveling in official duty status.  Assignment to government quarters will be based on travel status and Technician grade.

Appeal Rights

Certain appeal rights such as appeals to adverse action and reduction in force do not extend beyond The Commanding General of District of Columbia.  Contact your Human Resource Office for more information.

Permanent Employment

Are permanent appointed Technicians.  Newly appointed Technician (excepted and competitive) must successfully complete a one year “trial” or probationary period.

Indefinite Employment

Indefinite employment is temporary, however generally more than one year in length but without a time limit.  Benefits are similar to those of a permanent Technician; however, the employee may be separated at any time after given a 30 day notice of termination. 

Temporary Employment

Technicians may be hired for short periods of time and these employees are considered temporary or “time limited” appointments and employees are eligible for fewer benefits (insurance, retirement, etc.) than the permanent or indefinite appointments and the employee may be separated at any time, upon notice.

Permanent Part-Time Employment

Technicians that generally are permanent appointment employees who work less than full-time schedules each week (but between 32 to 64 hours per pay period) under a prearranged schedule.  Part-time work schedules are fixed and arranged by management to meet the needs of the Agency.  These employees are eligible for benefits and generally on a prorated basis.  For example:  If working a 40 hour per pay period work schedule, would earn half amount of leave that a fulltime employee, who had the same amount of federal service time, would earn on a 80 hour pay period.  Using the same scenario, a part-time employee would pay their share of FEHB premiums and half of the government portion.  Federal Service credit is not prorated one day worked, counts as one day for the purposes of retirement credit, tenure, probationary period, within grade increases, leave service credit, and time in grade for advancement.

Probationary Period

All permanent and indefinite appointed employees must successfully complete a one year probationary period.  This probationary period gives the supervisor an opportunity to assess the employee's conduct and job performance.  An employee who does not meet acceptable standards may be removed during the probationary period without formal procedures that apply to non-probationers.

Chapter 4  –  Employee Assistance Program (EAP)

The of District of Columbia National Guard EEO Office, offers to the District of Columbia National Guard’s employees the EAP.  The EAP will provide counseling services to help employees deal with personal problems which affect personal well-being or job performance.  District of Columbia National Guard employees will receive EAP services at no cost (excepted and competitive Technicians and AGRs).  The EAP counselors follow federal law and regulations that strictly prohibit the release of information from personal consultations.  The EAP counselors will not release information to the District of Columbia National Guard without your written consent.

As members of the District of Columbia National Guard, our primary objective is mission accomplishment.  Our service to the District and Nation requires the maintenance of the highest standards and the highest levels of readiness.  The mental and physical health of the workforce are critical factors in our success or failure.

The DCNG encourages all employees to use the EAP whenever they feel they have problems that require professional help.  If necessary, referrals are made to appropriate care providers and the cost is the responsibility of the employee.

No employee will have his or her job security, or promotional opportunities jeopardized by requesting counseling or referral assistance.  Mandating employees to participate in the program by any DCNG personnel is strictly prohibited.  However, those employees who do not correct employment related problems or deficiencies are still subject to established performance and disciplinary procedures.  Technicians can use up to three hours of Administrative Leave in a leave year, to attend sessions with EAP counselors.  However, if the EAP counselor recommends continued counseling sessions beyond the three hours, the employees leave status will be annual or sick leave.  The other option would be to meet with counselors during off duty hours.

I recognize that problems such as alcohol or drug abuse, family or marital crises, legal or financial difficulties, or personal stress exists for employees of the District of Columbia National Guard.  These situations often display themselves as accidents, poor conduct, attendance problems, and decreased quality of work and production.  Employees are often reluctant to seek assistance because they feel their problems often become employment problems.  All of us need to be supportive and encourage our coworkers to seek needed assistance.

If you have any questions regarding this policy, contact the Employee Assistance Program Coordinator (EAPC), Human Resource Office, EEO, 2001 East Capitol Street, Washington, DC 20003-1719 DSN 325-9768, Commercial (202) 685-9768.

Chapter 5  -  Statement on Sexual Harassment

Sexual harassment is a form of sex discrimination that involves unwelcome sexual  advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature when:

Submission to or rejection of such conduct is made a direct or direct condition of a person’s job, pay, or career, or 

Submission to or rejection of such conduct is used as a basis for career or employment decisions affecting that person, or

Such conduct interferes with an individual’s performance or creates an intimidating, hostile, or offensive environment.

Anyone who uses or condones implicit or explicit sexual behavior to control, influence, or affect the career, pay, or job of a military member or civilian employee is engaging in sexual harassment.  Similarly, anyone who makes deliberate or repeated unwelcome verbal comments, gestures, or physical contact of a sexual nature is also engaging in sexual harassment.

The District of Columbia National Guard will not tolerate sexual harassment, nor will we ignore allegations.  We will take immediate disciplinary action against anyone engaging in sexual harassment or retaliating against an individual for reporting such conduct.  Such action may include, depending on the circumstances, suspension, demotion, or discharge.

Management will aggressively investigate allegations according to law and regulations.  The matter will not be closed until resolved to the satisfaction of the complainant, withdrawn by the complainant or until the matter has exhausted all avenues of redress available under the applicable laws and regulations and the final governing body issues a final decision.

Any person who believes that he or she has been the victim of sexual harassment, or who has knowledge of that type of behavior, is urged to report such conduct immediately through the chain of command to the State Equal Employment Manager, 2001 East Capitol Street, Washington, DC 20003-1719 DSN 325-9768 or Commercial (202) 685-9768.

Chapter 6  -  Workplace Violence

Violence is any verbal, physical, psychological, threat or assault on an individual that results in physical or psychological damage.  Sexual Harassment is a form of workplace violence.  

Violent and/or harassing or threatening behavior in the workplace, which harms or instills fear in others, is an unacceptable way of dealing with problems, no matter how severe the problems may be.  The District of Columbia National Guard will not condone nor tolerate such disruptive behavior nor will we allow it to go uncorrected.  There will be ZERO TOLERANCE.

ZERO TOLERANCE means management will initiate swift and appropriate disciplinary action, to include termination, against employees engaging in violent or criminal acts, harassing, intimidating, and/or threatening words or deeds against employees or management officials.  It also means supervisors will be held accountable for ensuring their workplace is free from threats, intimidation, or fear and for responding promptly and appropriately to incidents of harassment, threats, or acts or violence against employees, visitors and/or property of the District of Columbia National Guard.

We must not only safeguard our workforce form over acts of violence, but also from harassment, intimidation, and threats which adversely affect employee morale, workforce well being, and workplace efficiency.  The District of Columbia National Guard has in place the Employee Assistance Program, which will assist employees in resolving problems on or off the job through acceptable means.

The workplace violence awareness training has The Commanding General’s  full support, and the support of the District of Columbia National Guard management, however, this program will only be successful with the District of Columbia wide employees awareness and support.

Address any questions to the Human Resources Officer at DSN 325-9761 or Commercial (202) 685-9761.

Chapter 7  –  Technician Personnel Recordkeeping

Official Personnel Folders

Official Personnel Folders (OPFs) for each Technician are established and maintained in the Human Resource Office to document employment. 

Technicians are encouraged to periodically review their records.  Supervisors also maintain supervisory records which may also be reviewed upon request.

If an employee decides to leave federal government employment, their OPF is forwarded to the Federal Records Center in St. Louis, Missouri 90 days after their separation.

A copy of each Standard Form 50 (Notification of Personnel Action) that is generated on a Technician is forwarded to the supervisor and to the Technician.  Employees are encouraged to maintain a civilian personnel folder containing these SF 50’s along with other important Technician service documents such as appraisals, employment application and resume.

Chapter 8  --  Pay Administration

General 

Technicians are paid every two weeks (or bi-weekly), by Electronic Funds Transfer (EFT).  Technicians may elect for allotments to be taken out of their pay for the following purposes:

· Savings Bonds

· Union dues

· Allotments to financial institutions

· Charitable institutions such as the Combined Federal Campaign (CFC)

· Contact the Customer Service Representative (CSR) at the HRO to start, stop, or change, stop allotments.

Overtime Pay

Military Technicians are not entitled to overtime pay.  Compensatory time-off (hour for hour ) is earned for overtime work performed.

Premium Pay

Premium pay is additional pay Technicians receive when scheduled to work on holidays and or Sundays.

Environmental Differential Pay (EDP)

Environmental differential pay is paid to wage grade Technicians who are exposed to certain hazards, physical hardships, and working conditions of an unusually severe nature.

Hazardous Duty Pay

Hazardous duty pay, is paid only to General Service (GS)  Technicians, while working in a high risk area where accidents could result in serious injury or death.  Examples of such duties are: tacks involving exposure to extreme temperatures for a long period  of time, exposure of fumes, dust or noise that causes nausea, skin, eye, ear or nose irritation.  

Pay Administration

Technicians receive various pay increases such as: annual cost of living adjustments and within grade or step increases.  Typically, GS Technicians receive a cost of living increase in January.  Wage grade, wage supervisor (WG/WS) employees receive cost of living increases as a result of wage surveys: usually the pay adjustment in October.  Pay increases are granted upon receipt of revised pay schedules.  

Revised schedules are published in the Human Resource Office Newsletter or on the Internet under http://www.opm.gov 

Within Grade Increases (WGI’s)

A Within Grade Increase (WGI), or sometimes referred to as a “Step” Increase is a incremental increase in pay and is based on your performance and length of service (similar to that of the military pay scale).  It helps to retain our more experienced personnel.

General Schedule (GS) Employees

Only indefinite and permanent GS employees are eligible for WGI’s.  These WGI’s take effect during the next full pay period following completion of the required waiting period provided the employee has performed at a fully acceptable level of competence (performance in all critical elements must be fully acceptable).  Employee cannot receive an equivalent increase during the waiting period.  Required waiting periods to the next higher Step is:

· To Steps 2, 3 and 4 = 52 calendar weeks of creditable service.

· To Steps 5, 6 and 7 = 104 calendar weeks of creditable service.

· To Steps 8, 9 and 10 = 156 calendar weeks of creditable service.

Wage Grade (WG) Scale Employees

Temporary, Indefinite and Permanent WG employees are eligible for Within Grade Increases (WGI’s).  These WGI’s take effect during the next full pay period following completion of the required waiting period, provided performance is fully acceptable and no equivalent increase was received during the waiting period.  Required waiting periods to the next higher Step is:

· To Step 2 = 26 calendar weeks of creditable service.

· To Step 3 = 78 calendar weeks of creditable service.

· To Step 4 = 104 calendar weeks of creditable service.

· To Step 5 = 104 calendar weeks of creditable service

Severance Pay 

Permanent Technicians who have been employed for at least 12 months may be eligible for severance pay if separated involuntarily.

Chapter 9  –  Work Schedules

Work Schedule

The Technicians “work week” is actually 2 weeks long (or bi-weekly); and is referred to as a “pay period.”  Each pay period will generally be an 80-hour long period.  The workday schedule (or duty day) is established by your supervisory chain or command.  See your supervisor for your actual work schedule.  Your supervisor should also furnish you with adequate notice in the event your work schedule changes, so you can make any necessary arrangements.

Alternate Work Schedule (AWS)

The District of Columbia National Guard offers AWS which builds-in some compressed work schedules.  The objective of the AWS is to ensure we meet mission requirements and customer service needs, while improving employees’ work schedules and utility usage.  With an AWS, employees can gain more time for family, community, and education.  The AWS is also a useful recruitment and retention tool.  Currently our AWS schedule is to work eight 9-hour days and one 8-hour day and have one day-off within one pay period. 

Chapter 10  -  Leave

General

An employee may use annual leave for vacations, rest and relaxation, and personal business or emergencies.  Leave is paid time-off.  Approval to take leave is given by your supervisor after considering the needs of the organization and the scheduled mission.  DCNG Technician Personnel Regulation 630 governs DCNG Leave policy.

Annual Leave

Annual leave accrual is based on years of service.  Technicians with less than three years of service earn 4 hours of leave per pay period.  Technicians with 3 - 15 years of service earns 6 hours per pay period, and Technicians with over 15 years of service earns 8 hours per pay period.  Annual leave is personal time-off.  The maximum amount of Annual Leave a Technician can carry-over into the next leave year is 240 hours.  Any Annual Leave “on the books” that exceeds 240 hours drops-off.  The leave year starts the first full pay period in January.  Use of annual leave is subject to prior approval of your supervisor.

An employee will receive a lump-sum payment for accumulated and accrued annual leave when he or she separates from Federal service or enters on active duty in the armed forces and elects to receive a lump-sum payment.

Advanced Annual Leave

The amount of annual leave that may be advanced is limited to the amount of annual leave an employee would accrue in the remainder of the leave year.  Employees do not have an entitlement to advanced annual leave.  In most cases, when an employee who is indebted for advanced annual leave separates from Federal service, he or she is required to refund the amount of advance leave for which he or she is indebted.

Upon your supervisors recommendation and the Human Resource Office’s approval, advanced annual leave may be granted.  This can be accomplished by sending a memorandum, FAX, or e-mail to HRO for approval.

Sick Leave – General

All employees (permanent or temporary) regardless of work schedule (full time or part time) are eligible to earn and use Sick Leave.  It’s earned at the rate of 4 hours per pay period and there is no maximum carry-over limit.  It must be used in whole hour increments.

Requesting Sick Leave

The Technician who becomes aware of a need to use sick leave is responsible for notifying his supervisor as soon as practical.

Documenting Sickness

Generally, a Medical Certificate may be required by your supervisor for the following reasons:

For absences in excess of three consecutive workdays.

For absences for short periods of frequent intervals and there is a reason to believe sick leave privileges are being abused.

Sick Leave for Personal Medical Needs

An employee may use sick leave when they –

· Are incapacitated for the performance of duties by physical or mental illness, injury, pregnancy, or childbirth.

· Receives medical, dental, or optical examination or treatment; or

· Would, as determined by the health authorities having jurisdiction or by a health care provider, jeopardize the health of others by his or her presence on the job because of exposure to a communicable disease. 

Advanced Sick Leave

Upon approval of a Technicians supervisor and approval of the HRO, up to 30 days of Advanced Sick Leave may be granted (but not to exceed 240 hours), when supported by medical certificate describing the illness, emergency, or injury and the anticipated time of disability.

Sick Leave -- Under the Family Friendly Leave Act (FFLA)

Technicians may use a total of up to 104 hours (13 workdays) of sick leave each leave year to:

· Provide care for a family member who is incapacitated as a result of physical or mental illness, injury, pregnancy, or childbirth; 

· Provide care for a family member as a result of medical, dental, or optical examination or treatment; or 

· Make arrangements necessitated by the death of a family member or attend the funeral of a family member. 

· A covered full-time employee may use 40 hours (5 workdays) of sick leave each leave year for these purposes.  An additional 64 hours (8 workdays) of sick leave may be used each year if the employee maintains a balance of at least 80 hours of sick leave in his or her account.  Part-time employees and employees with uncommon tours of duty are also covered, and the amount of sick leave permitted for family care and bereavement purposes is pro-rated in proportion to the average number of hours of work in the employee's scheduled tour of duty each week.  Agencies may advance only the first 40 hours of sick leave (or a proportional amount for an employee on a part-time schedule or uncommon tour of duty).

"Family member" is defined as: 

· Spouse, and parents thereof; 

· Children, including adopted children, and spouses thereof; 

· Parents; 

· Brothers and sisters, and spouses thereof; and 

· Any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship. 

Sick Leave – To Care for a Family Member with a Serious Health Condition as Covered Under the Family Medical Leave Act (FMLA)

Entitlement

Under the Family and Medical Leave Act of 1993 (FMLA), Technicians are entitled to a total of up to 12 workweeks of unpaid leave during any 12-month period for the following purposes: 

· Birth of a son or daughter of the employee and the care of such son or daughter; 

· Placement of a son or daughter with the employee for adoption or foster care; 

· Care of spouse, son, daughter, or parent of the employee who has a serious health condition; or 

· Serious health condition of the employee that makes the employee unable to perform the essential functions of his or her positions. 

Under certain conditions, an employee may use the 12 weeks of FMLA leave intermittently.  An employee may elect to substitute annual leave and /or sick leave, consistent with current laws and OPM’s regulations, for any unpaid leave under the FMLA.

Job Benefits and Protection

Upon return from FMLA leave, an employee must be returned to the same position or to an "equivalent position with equivalent benefits, pay, status, and other terms and conditions of employment."  

An employee who takes FMLA leave is entitled to maintain health benefits coverage.  An employee on unpaid FMLA leave may pay the employee share of the premiums on a current basis or pay upon return to work. 

Advance Notice and Medical Certification 

An employee must provide notice of his or her intent to take family and medical leave not less than 30 days before leave is to begin or, in emergencies, as soon as is practicable. 

An agency may request medical certification for FMLA leave taken to care for an employee's spouse, son, daughter, or parent who has a serious health condition or for the serious health condition of the employee.

Sick Leave - Blood Donation

The employer and the labor organization recognize the importance of the humanitarian need for community blood donors.  A Technician who makes a blood donation without compensation may be charged “Administrative Leave or Sick Leave – Blood Donation” for a reasonable time for travel, rest and recuperation.  Such time will normally be consistent for all employees and normally will not exceed 4 hours.  Unless a donation is based on a emergency request, the supervisor will schedule routine donations so as to minimize workforce disruptions, or adverse impact on work scheduling, or work hour requirements.  The time allowed for donation may vary according to circumstances, travel, and recuperation time mentioned above and is not to be considered an automatic entitlement.

Allowable recovery time from donating will not be carried forward or granted on another day.  Proof of donation will be provided by a Technician if requested by the supervisor.

Bone Marrow or Organ Donor Leave

A Technician may use up to 7 days of paid leave (Administrative Leave), each calendar year to serve as a bone-marrow donor.  An employee also may use up to 30 days of paid leave each calendar year to serve as an organ donor.  Leave for bone marrow and organ donation is a separate category of leave that is in addition to annual and sick leave.

Military Leave

Authorized for permanent and indefinite Technicians are authorized 120 hours (or 15 days times 8 hours) of Military Leave (ML) each fiscal year to be used for periods of absences from their Technician employment to serve on active duty, active duty for training, or Inactive Duty for Training (IDT).  The maximum number of hours a Technician can have "on the books" at any given time is 240 hours.

Two recent changes are:

1.) Allows use of ML to serve in an IDT status and…

2.) Allows ML use in hourly increments.

The OPM Form 71 (formerly SF 71, Request for Leave) may be a useful tool to document/track Military Leave use (although not required).

22 workdays per calendar year can be used for emergency duty as ordered by the President.  This can be for law enforcement or the protection of life and property.  Eligible Technicians are authorized up to 22 workdays (to serve in the interest of public safety) per calendar year for emergency duty as ordered by the President.  This can be for law enforcement (LE), providing military aid to LE for the purpose of providing assistance to civil authorities in the saving life, protection of property, or the prevention of injury.  Employees may choose to use Annual Leave instead of Military Leave for any of the 22 work days.

Eligible Technicians are authorized 44 additional days of military leave in a calendar year for participation in certain overseas, Title 10 active duty tours.

Leave Without Pay (LWOP)

Up to 30 days may be approved by the supervisor, OPM Form 71 (Request for Leave or Approved Absence) via the SF 52.  LWOP in excess of 30 days must be approved by The Commanding General and will be granted only in special circumstances (Also see "Restoration Rights").

Funeral Honors Duty

In order to render proper honors to veterans who served honorably in the U.S. Armed Forces and his/her family, Congress has authorized Technicians to serve in a new military duty status – Funeral Honors Duty (FHD) (USC, Title 10, Section 12503 or Title 32, Section 115).  Funeral details must be at least 2 hours in duration.  The Technician must use earned Military Leave (if on military duty), Annual Leave, or Compensatory Time while serving in FHD status and may be authorized a set stipend regardless of grade, a retirement point, and in some situations reimbursement of actual travel expenses incurred.  Because of the newness of this program and frequency of changes, you should consult your servicing personnel office for more details.

Court Leave

A Technician is entitled to paid time off without charge to leave for service as a juror or witness.  An employee is responsible for informing his or her supervisor if he or she is excused from jury or witness service for 1 day or more or for a substantial part of a day.  To avoid undue hardship, an agency may adjust the schedule of an employee who works nights or weekends and is called to jury duty.

· Jury Duty:  An employee who is summoned to serve as a juror in a judicial proceeding is entitled to court leave.

· Witnesses:  An employee who is summoned as a witness in a judicial proceeding in which the Federal, State, or local government is a party is entitled to court leave.  If you work as a part-time police officer, you are excluded from this portion of this entitlement.

· Official Duty:  An employee who is summoned as a witness in an official capacity on behalf of the Federal Government is on official duty, not court leave.

· Fees/Expenses:  Employees must reimburse to their agency fees paid for service as a juror or witness, unless they are in an annual leave status.  However, monies paid to jurors or witnesses which are in the nature of "expenses" (e.g., transportation) do not have to be reimbursed to the agency.  Army personnel check with your Customer Service Representative at HRO for more guidance and Air personnel contact Civilian Pay Office before accepting any payments.  If the witness service in a non-official capacity is performed on behalf of a private party, the Technician’s absence from duty must be charged as either annual leave or leave without pay.

Voting or Registering to Vote

It is the Employer’s policy to excuse Technicians for a reasonable time, when practical to do so without seriously interfering with operational requirements, to register or vote in any election or in referendums on a civic matter in the Technician’s registered voting area.  If the polls are not open for a reasonable time before or after an employee’s regular hours of work, a supervisor may grant a Technician whichever of the following requires the lesser amount of time off:

Permit reporting for work a reasonable amount of time after the polls open.

Permit leaving work a reasonable amount of time before the polls close.  The supervisor is responsible for determining reporting and release schedules based on the circumstances surrounding a particular election and in consideration of work scheduling.  Proof of registration and /or voting may be required to substantiate the granting of time off from work for that purpose of questioning abuses.  Under exceptional circumstances an employee may be excused for additional time as needed to enable the employee to vote, depending upon the particular circumstances in each individual case, but not to exceed a full day.  Supervisors will schedule employee releases for voting purposes in such a manner to insure that activities remain open and operational on election days.

Conferences or Conventions

A Technician may be excused to attend a conference or convention when in the best interest of the District of Columbia National Guard and approved by the Employer.

Leave Transfer Program

An employee may donate annual leave directly to another Federal employee who has a personal or family medical emergency and who has exhausted his or her available paid leave.  Each agency must administer a voluntary leave transfer program for its employees.  There is no limit on the amount of donated annual leave a leave recipient may receive from the leave donor(s).  However, any unused donated leave must be returned to the leave donor(s) when the medical emergency ends.

· Leave Recipient 
A potential leave recipient's employing agency must determine that a full-time employee's absence from duty without available paid leave because of the medical emergency is (or is expected to be) at least 24 hours.  For part-time employees or employees on uncommon tours of duty, the period of absence without paid leave is prorated.  An employee may receive donated annual leave when he or she becomes an approved leave recipient.

Limitations on Leave Donations 

In any leave year, an employee may donate not more than one-half of the amount of annual leave he or she would accrue during a leave year.  For employees with "use or lose" annual leave, the employee may donate the lesser of one-half of the annual leave he or she would accrue in a leave year or the number of hours remaining in the leave year for which the employee is scheduled to work and receive pay.  There is no provision for transfer of sick leave.

Administrative Dismissal

IAW DCARNGR 690-25 & DCANGI 33-204 DCNG Emergency Dismissal and Closure Procedures for Fulltime Personnel

This policy applies to snow emergencies, severe icing conditions, floods, earthquakes, hurricanes, air pollution, power that prevent significant number of employees from work on time or which require closure of all or part of the DCNG activities.  The Commanding General of the District of Columbia National Guard has determined that based on the hazardous weather conditions all full-time support personnel will be available to perform essential operations.  All directors, and personnel identified in this circular are “Emergency Personnel” and must report for or remain at work in all emergency situations until relieved by the Commanding General.

Physical Fitness

Technicians are authorized up to three 1-hour periods during the duty day per week to work on maintaining physical fitness.  It is considered part of the duty day and is not charged as leave.  The fitness program must be documented in accordance with CGDC policy and approved by individuals supervisor and not conflict with mission accomplishment.

Absence Without Leave (AWOL)

All unexcused or unauthorized absence from work may be charged to AWOL.  In addition to not receiving pay for the unexcused period of unauthorized absence, disciplinary action could be taken.

Chapter 11  -  Performance Appraisals

General

DCARNG Regulation 690-400-01/DCANGI 36-1001 Performance Management Regulation governs the Performance Management System.  The performance plan describe what is necessary for Technicians to perform successfully.  A performance plan is divided into two elements.

Critical Element is the part of your job so important that if performance is less than the minimum established, remedial action will be taken regardless of performance on any other times as appropriate.

Non-critical Element is a task which is paramount but non-critical to job performance.

Supervisors will discuss and evaluate your performance periodically during the year; at the end of the annual rating period; and at other times as appropriate.

Appeals

Employees may file an appeal if they are dissatisfied with their performance rating.  

For an unacceptable performance, an appeal must be made within 30 days of the advance written notice.  For all other performance ratings, the appeal must occur within 30 days after the appraisal.  Technicians are entitled to representation should they decide to appeal a performance rating.  Contact your Human Resource Office representative for specific information.

Chapter 12  –  Incentive Awards  - Monetary

Sustained Superior Performance Award

A Sustained Superior Performance Award is available for both GS and WG Technicians.  Performance appraisal and performance must have been maintained for at least 6 months for the same job and grade level.

Quality Step Increase (QSI)

A Quality Step Increase is granted only to GS Technicians below step 10.  In order to be eligible, a Technician’s most recent performance appraisal must be “outstanding” and the period of performance must have been in the same job and grade level for a 12 month period.

Special Act or Service Award

A special act or service award is granted in recognition of an act of heroism, or similar one-time special act, service, or scientific achievement that contributes to the efficiency, economy, or other improvement of Government operations or is otherwise in the public interest.

Chapter 13  –  Incentive Awards  - Non-Monetary

Length of Service Awards

Length of service emblems and certificates will be awarded at established intervals beginning with 10 years of creditable Federal service and every five years thereafter.

Time-Off Award

Based on special act or service or other personal effort that contributes to the quality, efficiency, or economy of Government operations.

Honorary

Honorary awards are granted by your Commanding General in the form of a certificate, emblem, pin, or other item.  Technicians may be eligible for honorary awards and other methods of recognition in accordance with the Office of Personnel Management and National Guard Bureau directives and guidelines.

Chapter 14 -  Suggestion Program

If you think of ways to do things better you can submit a suggestion.  A suggestion must be an original way of doing work, a modification of a part, an invention or any other contribution which promotes efficiency in the way we do our jobs.

Your suggestions must be submitted to the person responsible for processing suggestions.  Check with your supervisor or the suggestion program manager in the Human Resource Office staff for more information.

If a cash award is appropriate, the amount is determined based on benefits derived by the government.

Chapter 15  –  Federal Employees Group Life Insurance (FEGLI)

FEGLI is the largest group life insurance program in the world, covering over 4 million Federal employees and retirees, as well as many of their family members.

FEGLI provides group term life insurance.  As such, it does not build up any cash value or paid-up value.  It consists of Basic life insurance coverage and three options.  If you are a new Federal employee, you are automatically covered by Basic life insurance and your payroll office deducts premiums from your paycheck unless you waive the coverage.  Another benefit is that you can carry FEGLI into retirement at generally the same cost as if still employed here.

Basic Life Insurance

Basic life insurance is equal to the greater of (a) your annual rate of basic pay rounded up to the next $1,000 plus $2,000 or (b) $10,000.  The Federal Government pays one-third of the cost of your Basic life insurance.  Basic insurance includes the Extra Benefit and Accidental Death and Dismemberment coverage. Federal employees currently pay 15-1/2 cents per thousand dollars of Basic coverage, regardless of their age.  The cost of Basic insurance is shared between you and the Government.  You pay 2/3 of the total cost and the Government pays 1/3.  Your age does not affect the cost of Basic insurance.

Extra Benefit Life Insurance

FEGLI also offers an Extra Benefit to employees under age 45 at no additional cost.  This Extra Benefit doubles the amount of Basic life insurance payable if you are age 35 or younger.  Beginning on your 36th birthday, the Extra Benefit decreases 10% each year until at age 45 there is no Extra Benefit.

Optional Insurance
In addition to the Basic, there are three forms of Optional insurance that you can elect.  You must have Basic insurance in order to elect any of the options.  Unlike Basic, enrollment in Optional insurance is not automatic -- you must take action to elect the options.

You must be enrolled in Basic in order to elect one or more of the optional coverage’s.  You must pay the full cost for all optional coverage’s and the cost depends on your age.  Enrollment in optional coverage is not automatic.  You must submit a completed Life Insurance Election form (SF 2817) to your Human Resources office within 31 days of becoming eligible.

Option A - Standard

You may elect Option A - Standard life Insurance in the amount of $10,000.  The cost is based on your age.

Option B - Additional

You may elect Option B insurance in an amount equal to one, two, three, four or five times your annual basic pay (after rounding up to the next $1,000).  The cost is based on your age and number of multiples you choose.

Option C - Family

Provides life insurance for your spouse and eligible dependent children.  When you elect Option C coverage, all of your eligible family members are automatically covered. 

Unlike in the past, you may now choose one, two, three, four or five multiples of coverage.  Each multiple is equal to $5,000 for your spouse and $2,500 for each of your eligible dependent children.

Each multiple is a unit.  For example, if you elect two multiples, that means you have two multiples on your spouse and two multiples on each of your eligible dependent children.  You cannot elect a number of multiples for your spouse that is different from the number for your eligible children.  The cost is based on your age and number of multiples you choose.

Accidental Death and Dismemberment (AD&D) Insurance

Accidental Death and Dismemberment coverage provides additional funds in the event of a fatal accident or an accident that results in the loss of a limb or eyesight.  For benefits to be paid, the loss must occur within 90 days of the accident and be a direct result of bodily injury sustained from that accident, independent of all other causes.  AD&D Insurance is at no additional cost. 

The Office of Federal Employees' Group Life Insurance (OFEGLI), which is a private entity that has a contract with the Federal Government, processes and pays claims under the FEGLI Program. 

Chapter 16  –  Federal Employees Health Benefits (FEHB) Program 

The FEHB Program is the largest employer-sponsored health benefits program of its kind.  It provides benefits to some 9 million Federal enrollees and dependents.  Both you the employee and the Government pay a percentage of the cost.  The Government picks-up the largest portion of the premium 

Enrollment

To get information about enrolling in the Federal Employees Health Benefits Program, contact your agency Human Resources Office.  They will also explain the program to you, determine if you are eligible, give you appropriate literature, caution you against canceling any private health insurance you may already have before coverage becomes effective; and urge you to study the literature and decide which plan is best suited to your needs.  Federal Law prohibits a person from being enrolled in more than one plan.

Changing Plans

You can change plans at “Open Season” (usually in the late-Fall timeframe) and when certain “life changing events” permit you to make changes outside the Open Season window  -- such as getting married.  Becoming aware of another plan that has better benefits, even if you didn't expect to want the extra benefits, does not qualify as an "life changing event" that allows you to change plans.  You can however change from “Self and Family” to “Self Only” within the same insurance provider anytime (but the reverse is not true).

Your Human Resources Office will broadcast to its employees when the nation-wide Open Season begins and ends.  If you plan on carrying your FEHB plan into retirement you must have any of the FEHB plans offered five years prior to your separation.

Life Changing Events or Status Changes

The birth of a child or adding a spouse is automatically covered by an existing family enrollment from the date the person becomes a family member.  A Technician with self-only enrollment must change to self and family in order to cover new family members.  Change may be made from 31 days before to 60 days after marriage and within 60 days after the birth of a child.

You should inform your Human Resource Office staff and your health insurance carrier of any changes in your family status immediately.

Continuation for Survivors

Coverage is automatically continued to your eligible survivors if you die during your Technician employment if you die during your technician employment and you were enrolled in a Self and Family plan at the time of your death and at least one family member is entitled to an annuity as your survivor. 

Temporary Continuation of Coverage (TCC)

TCC is available to:

· Employees who lose their Federal Employees Health Benefits Program coverage because they leave their Federal jobs…

· Children who lose their Federal Employees Health Benefits Program family member status because they become age 22 or marry, and…

· Former spouses who lose their Federal Employees Health Benefits Program family member status because of divorce or annulment. Temporary Continuation of Coverage allows former employees to continue their Federal Employees Health Benefits Program coverage for up to 18 months, and former family members (children and former spouses) to continue Federal Employees Health Benefits Program coverage for up to 36 months.

· TCC enrollees must pay the total plan 100% of the total premium (employee and government share) directly to the insurance provider (without a Government contribution) plus a 2% administrative charge There are specific time periods in which you or you dependent must enroll for TCC.  TCC is not available to employees separated for gross misconduct.

Chapter 17  –  Restoration Rights

In accordance with the provisions of the Uniformed Services Employment and Reemployment Rights Act (USERRA) of 1994, DOD employees who are absent from a position of employment by reason of service in the Uniformed Services shall be entitled to reemployment rights (or Restoration rights).  This applies to both active duty or on active duty for training in the Armed Forces.  The Human Resource Office must be contacted to schedule an out-processing briefing prior to entrance on active duty.  Your reemployment rights expire five years after your last paid day from the Technician force.  You must notify HRO of your return from active duty within the below timeframes in order to be entitled to restoration:

Less than 31 days:  Must report back to work at the beginning of the next regularly scheduled work day following their completion of service and the expiration of 8 hours of time for safe transportation back to their residence.

More than 30 days but less than 181 days:  Must apply for reemployment no later than 14 days after completion of service

More than 180 days:  Have 90 days after completion of service to apply for restoration.

Chapter 18  –  DCNG State Safety & Occupational Health Program

The State Safety & Occupational Health Program promotes a safe and healthful working environment for all District of Columbia National Guard personnel.  As a federal employee, the Occupational Safety and Health Act (OSHA) gives you rights and responsibilities as they apply to the OSHA law.  These rights and responsibilities, along with other required safety and health training, will be briefed to you at your new employees safety briefing by the State Safety Office or designated component Safety Office.

Chapter 19  –  Workers' Compensation

Injured on the Job

The Federal Employees’ Compensation Act (FECA) provides compensation benefits for a  permanent/temporary disability due to personal injury or disease sustained in the performance of duty.

What Do You Do When Injured?

If injured at work, contact your supervisor immediately.  Seek medical attention.  Your supervisor will secure the forms required to document your injury.  No matter how small the injury may seem to you, it is important that you discuss the matter with your supervisor.  If your injury requires absence from the workplace, it is possible for you to be compensated for this time without charge to sick or annual leave.  You are expected to return to work ASAP (as soon as possible) even if in a light duty status.  Return to duty is subject to written medical restrictions.

If an employee files a false claim he/she is subject to prosecution and if found guilty, could be fined or imprisoned and this could be grounds for more severe disciplinary actions.

Death

The FECA provides for the payment of benefits to survivors if the Technician dies due to a work related injury or disease.

Chapter 20  -  Retirement

The National Guard Technician program consists of 2 basic retirement systems:

· Civil Service Retirement System (CSRS):  CSRS employees contribute 7.25% of gross pay toward civil service retirement.

· Federal Employees Retirement System (FERS):  For FERS employees, the deduction is 1.05% toward retirement, and 7.65% for the Social Security Retirement System, plus a Medicare deduction.

Both systems give the Technician a measure of income protection in case of disability and will provide for your family in case of death, and will pay you a annuity after retirement If age an service requirements are met.

Chapter 21  -  Civil Service Retirement System (CSRS)

CSRS covers most National Guard Technicians employed prior to 1 January 1984.

Eligibility for retirement is determined by your age and number of years of Federal service.  To be eligible for an immediate annuity you must be:

Voluntary

· Age 62 with 5 years service; or,

· Age 60 with 20 years service; or,

· Age 55 with 30 years service; or,

Involuntary

Age 50 with 20 years or 25 years any age (example; Involuntary loss of military membership not related to misconduct or delinquency) 2% reduction for each year under age 55.

Disability

If you become permanently disabled after completing at least 5 years of civilian service, you may apply for a disability retirement.  If you lose military membership for medical reasons, and do not qualify for regular disability retirement benefits, there are special provisions which may permit you to receive an annuity.

Computation of Annuity

Your retirement annuity is based on length of service and your highest pay earned during any three consecutive years of Federal employment (“high three”).

Death Benefit – What if I Die Before I Retire?

Your widow(er) will get an annuity if you completed at least 18 months of service at the time of your death.  Unmarried dependent children will also be entitled to an annuity.

Contribution Refunds – What Happens If I Quit?

You can withdraw all the money which was withheld for the retirement fund.  If you have completed 5 years of service but not eligible to retire with an immediate annuity, you may leave the money in the fund.

At age 62 you will be entitled to a “deferred annuity.” If you quit, and die before reaching age 62 your survivor is entitled to a lump sum payment of your contributions.

Chapter 22  –  Federal Employees Retirement System (FERS)

The Federal Employees Retirement System (FERS) became effective in 1987, and almost all new Federal civilian employees hired after 1983 are automatically covered by this new retirement system. The Federal Employees Retirement System is a response to the changing times and Federal workforce needs.  Many of its features are "portable" so that employees who leave Federal employment may still qualify for the benefits.  The new retirement system is flexible.  Covered employees are able to choose what is best for their individual situation. 

The retirement system is a three-tiered retirement plan.  The three components are:

· Social Security Benefits, 

· FERS Basic Benefit Plan, and 

· Thrift Savings Plan Benefits.

The first available part, your retirement benefit is Social Security:

It provides monthly payments if you are retired and have reached at least age 62, monthly benefits if you become disabled, monthly benefits for your eligible survivors, and a lump sum benefit upon your death.  Technicians pay 6.2% for Social Security and 1.45% for Medicare, with a total tax of 7.65% on salaries up to $72,600.

The second part, the Basic Benefit (or FERS) portion: 

Is financed by a very small contribution from the employee and from the Government.  Basic Plan Benefits are a monthly payment depending on the employee's pay and length of service.  As in most retirement plans, a formula is used to compute the payments under the Basic Benefit Plan.  The Government averages the highest 3 consecutive years of basic pay.  This "high-3" average pay, together with the employees length of service are used in the benefit formula.  A payroll deduction of 1.05% is contributed to the Basic Benefit Plan for your civil service retirement.

NOTE:  Employees who meet the criteria, also receive a "Special Retirement Supplement" which is paid as a monthly benefit until the employee reaches age 62.  This supplement approximates the Social Security benefit earned by the employee while they were employed by the Federal government. 

The last (but not least!) part, Thrift Savings Plan:

TSP is a tax-deferred retirement savings and investment plan that offers the same type of savings and tax benefits that many private corporations offer their employees under 401 (k) plans.  The TSP will most likely be the largest portion of your retirement portfolio (See TSP portion of this Handbook).

The Federal Employees Retirement System is a flexible plan for a flexible work force - a work force that is more likely to work for several different employers during the course of a career.  It allows for the fact that many employees may not retire from the Federal government.  It also builds on the Social Security credits that employees already have or may earn in the future from non-Federal work.

Retirement Eligibility

Is determined by your age and number of years of creditable Federal service.  Contact you Human Resource Office staff representative concerning your Minimum Retirement Age (MRA) and instances where your benefits may be reduced.

To be eligible for an immediate voluntary annuity you must be:

Voluntary (Immediate)

· Age 62 with 5 years of service, or,

· Age 60 with 20 years of service; or,

· Minimum Retirement Age (MRA) with 30 years of service, or 

· MRA with 10 years of service (reduction of 5% per year for each year under age 62).

Involuntary (Early)

· To qualify for an involuntary annuity you must be:

· Age 50 with 20 years of service or 

· Any age with 25 years of service.

If you lose your military membership you may retire with a full annuity if you are at least age 50 with 25 years of service you may also be eligible to receive a Special Retirement Supplement until you reach age 62; at which time you become eligible for social security benefits.

Deferred (or Delayed)

If  you leave Federal service before you meet the age and service requirements for an immediate retirement benefit, you may be eligible for deferred retirement benefits.  To be eligible, you must have completed at least 5 years of creditable civilian service.  You may receive benefits when you reach one of the following ages:

· Age 62 with 5 years of service or

· Age 60 with 20 years of service or

· MRA with 30 years of service

· MRA with 10 years of service with reduced benefit.  

Disability

If you become disabled after completing 18 months of civilian service, you may apply for a disability retirement.  If you lose military membership for medical reasons and do not qualify for regular disability retirement benefits, there are special provisions which may permit you to receive an annuity.

Calculation of Basic Benefit

The general formula for the FERS basic benefit annuity is one percent of the high-three average salary multiplied by length of creditable service (avg. high 3 x 1% for each year of svc = yearly benefit or annuity).

Death Benefit

If you were married and worked for the federal government for at least 18 months, your surviving spouse may receive a lump sum payment.  The amount is equal to an indexed lump-sum figure ($24,018.48 in 2002), plus 50 percent of the employee’s final or high-3 average salary, whichever is greater.  This basic death benefit may be paid in a lump sum or in 36 monthly installments.  Survivors may also be eligible for monthly annuity payments.

To be eligible for surviving spouse annuity, the former employee must have been entitled to a deferred annuity and had at least ten years of service.  In such a case, the surviving spouse is entitled to 50 percent of the employee’s annuity that would have been payable had the former employee been eligible for an immediate annuity.  

Social Security also pays survivor benefits to the eligible survivors of an employee who met the minimum Social Security eligibility requirements.  Eligibility requirements vary; however, the minimum number of credits required is eighteen months.

Refund of FERS Contributions – What Happens If I Quit?

You can withdraw all the money in which you contributed to the FERS retirement fund through payroll deductions if you have completed at least 5 years of service but are not eligible to retire with an immediate annuity.  You may also leave the money in the fund and at age 62 you will be entitled to a “deferred annuity.” If you quit, and die before reaching age 62, your survivor is entitled to a lump sum payment of your contributions.  Obtaining a refund permanently voids any future annuity for this period of service.  You cannot redeposit a FERS refund once it’s withdrawn.  Additional information pertaining to your FERS retirement plan may be obtained from the Human Resource Office.

Chapter 23  –  Thrift Savings Plan (TSP)

The Thrift Savings Plan (TSP) is a retirement savings and investment plan for FERS and CSRS employees.  Because your TSP account is intended to augment significantly your retirement income, you should not withdraw it until you leave Federal service.  Withdrawing it early may result in a significant increase in the amount of taxes you’ll pay.  A major advanCGe of the TSP is that you pay no taxes on contributions or earnings until you receive the money.  The Thrift Savings Plan has an extensive, easy to use, website and Thrift-Line (not toll-free) where you can get up-to-date rates of returns and make

inter-fund transfers.  When you TSP is first established the TSP Office will automatically mail you a Personal Identification Number (or PIN).  You will need this PIN in order to access your account or to move money between funds.  You can also obtain forms, publications, and up-to-date rates from their website at: http://www.tsp.gov/
Contributions

Starting December 2002 FERS employees will be eligible to contribute up to 13% of their basic pay and CSRS employees up to 8% of their basic pay each pay period up to a yearly IRS limit.  New contribution rates began during the May 2001 Open Season.  The limit will be gradually increased 1% per year until the year 2005.  At that time, employees maximum contributions will be 15% for FERS and 10% for CSRS.  In the year 2006 these limits will be lifted altogether and will be capped at the IRS limit.  The Government matching funds will not change; it will remain 5% of employees basic pay (FERS only).

For FERS employees only, the Government automatically contributes 1% of your basic pay each pay period once you are eligible (generally, about 6 to 12 months after you start).  This was not affected by the recent changes to contribution limits and waiting periods.  This 1% is above and beyond your pay and will be contributed to your TSP in your name whether you participate or not.  This 1% Agency money does not become yours until after you are vested (or 3 years).  The Government will match the first 5% of your contributions (includes the Agency Automatic 1%). 

Waiting Periods (are gone away):

If you are a new employee appointed on or after 1 July 2001, you may start making contributions right away (but must be within 60 days of appointment).  If you let this opportunity lapse, you must wait until the next Open Season.

If you have any questions about your eligibility to start contributing, contact your Human Resource Office.

Investments

You can choose among five available investment funds for your contributions as well as agency contributions for FERS employees.

Three funds that have been available for many years:

G-Fund:  The G Fund consists exclusively of investments in short-term non-marketable U.S. Treasury securities specially issued to the TSP

F-Fund:  The F Fund is invested primarily in the Barclays U.S. Debt Index Fund, a commingled bond index fund designed to track as closely as possible the Lehman Brothers U.S. Aggregate (LBA) index. 

C-Fund:  The C Fund is invested primarily in the Barclays Equity Index Fund, a commingled stock index fund that tracks the Standard & Poor's 500 (S&P 500) stock index.

Two new funds were added in May 2001:

I Fund, which tracks the Barclays EAFE international stock index and

S Fund, which tracks the Wilshire 4500 index of small and medium-sized companies).  Earnings on the various funds are published quarterly in the Human Resources Bulletins.

Vesting

Vesting means that you have met the service requirements that entitle you to Agency Automatic (1%) Contributions and their earnings when you leave Federal service. Service requirements for vesting do not apply to any other type of contributions. Therefore:

• FERS and CSRS participants are always vested in their own contributions and the earnings on their contributions. 

• FERS participants are always vested in the matching contributions their agencies make, as well as the earnings on the matching contributions.

Most FERS employees become vested in their Agency Automatic (1%) Contributions after completing 3 years of Federal civilian service. 
TSP Open Season

There are two open seasons each year (1) 15 October through 31 December and (2) 15 April through 30 June.  During open season, an eligible Technicians may elect to begin contribution to the TSP and/or change the amount of TSP contribution.  Generally these changes will not start until first full pay period of the last month of each Open Season.

Loan Program

There are two types of TSP loans:  general purpose and residential.  General purpose loans are available for a repayment period of one to four years.  Loans for the purpose of a primary residence are available for a repayment period of one to 15 years.  

The maximum amount a TSP participant can borrow is limited by the Federal  Employees’ Retirement System Act of 1986 and the Internal Revenue Code.  The minimum loan amount is $1,000.

Withdrawal of TSP Account

Contributions to the TSP fund are tax deferred; therefore the money and its earnings are taxable upon withdrawal from your account after separation from Federal service.  You will have several withdrawal options when you leave Federal service such as:

· Leave money in account which continues to accrue interest

· Transfer money into Individual Retirement Account (IRA)

· Withdraw the lump sum

· Take series of monthly payments

· Purchase a life annuity

Penalty for Early Withdrawal

If you leave Government service before the year in which you turn 55 and you withdraw your account in a single payment (including an automatic cash-out) or a series of monthly payments not based on the IRS life expectancy table, you will be subject to a 10%  early withdrawal penalty tax on all direct payments you receive before age 59 ½, in addition to the mandatory 20 percent federal income tax withholding (This does not apply if you leave the Government on disability retirement.).

Chapter 24  –  Political Activities

All National Guard Technicians are subject to the basic political activity restrictions of the Hatch Act.  Some guidelines under the law are:

What Employees May Do (1993 law)

· May be candidates for public office in nonpartisan elections.

· May register and vote as they choose.

· May assist voter registration drives.

· May express opinions about candidates and issues.

· May contribute money to political organizations.

· May attend political fundraising functions.

· May attend and be active at political rallies and meetings.

· May join and be an active member of a political party or club.

· May sign nominating petitions.

· May campaign for or against referendum questions, constitutional amendments, municipal ordinance, etc.

· May campaign for or against candidates in partisan elections.

· May make campaign speeches for candidates in partisan elections.

· May distribute campaign literature in partisan elections.

· May hold office in political clubs or parties.

What Employees May Not Do (1993 Law)

· May not use their official authority or influence to interfere with an election.

· May not collect political contributions unless both individuals are members of the same federal labor organization or employee organization and the one solicited is not a subordinate employee.

· May not knowingly solicit or discourage the political activity of any person who has business before the agency.

· May not engage in political activity while on duty.

· May not engage in political activity while working in any government office.

· May not engage in political activity while wearing an official uniform.

· May not engage in political activity while using a government vehicle.

· May not be a candidate for public office in partisan elections.

· Any questions regarding political activities should be addressed to the Human Resources Office.

Chapter 25  -  Standards of Conduct

While discharging the Technician duties during work hours and off duty hours, strict compliance with the prescribed standards of conduct is required.

Each employee is expected to maintain high standards of honesty and integrity.  If conduct is in violation of any statute, regulation, or other proper authority, Technicians will be held accountable.  Violation of any prohibited standard of conduct may be the basis for disciplinary action.

Chapter 26  –  Discipline and Adverse Actions

Disciplinary Actions

Consist of oral admonishments (your supervisor speaking to you about the specific problem) and letters of reprimand.  The oral admonishment lets you know that you must stop doing certain things.

The letter of reprimand is more serious, because it is a written notification of the problem with a warning of what might happen if the situation is not corrected.  The letter is also maintained temporarily in the Official Personnel Folder (OPF).

Adverse Actions

There are three types of adverse actions:

1.  Suspension (including indefinite suspension) from work.

2. Change to lower grade.

3. Removal

Removal. 

Considerable due process protections are in place including the right to an administrative hearing.  The final level of appeal on these actions rests with The Commanding General.

Appeal and Grievance Procedures

Appeal and grievance procedures are included in each labor contract.  The union will furnish a copy of your labor contract upon your request and as required thereafter.

Chapter 27  –  Resignations from the Technician Program

This is a voluntary action and notice should be given to your supervisor at the earliest date possible date.  Resignation should be in writing, preferably on a Standard Form 52 (Request for Personnel Action).

Chapter 28  –  Personal Matters

Tragedies can occur when you least expect them to.  You should keep your family informed regarding their potential benefits or entitlements.  In the event of a death of a Technician, a representative from the Human Resource Office will assist the family in filing a death claim.

Designation of Beneficiary(ies)

You do not need to prepare designation of beneficiary forms unless you wish to have your beneficiary other than “by-law.”  If you do designate beneficiaries, you must keep them current since once designated a designation takes effect over a will or any other document.  Benefits paid by law unless designated are:

Unpaid compensation.
· Federal Employee Group Life Insurance.
· Thrift Savings.
· Retirement.
Wills

You are reminded that you should prepare a will.  If you have a will, you need to be sure it is current.  You also need to pursue the possibility of preparing a power of attorney and living will.

Other Important Documents

We suggest that you keep the following documents together in a safe place and advise your family of the location.

· Birth Certificate(s)

· Marriage Certificate(s)

· Adoption papers, if applicable

· Divorce Decree(s), if applicable

· A copy of your will **

· Insurance policies

· Deeds **

· Bills of sale

· Contracts

· Social  Security Card

· Military Personnel File

· Technician Personnel File

· Real Estate Tax Receipts

· Savings Bond(s)

· Auto CG Receipt(s)

· Claim Number assigned by the VA, if applicable

**  A copy of your will and cemetery deeds should be maintained in a location that is always readily accessible.

Chapter 29  -  Classification

Salary is paid in accordance with the assigned grade of your position.

General Schedule (GS) positions fall into the broad category of “white collar” work; that is, work that is administrative or managerial in nature.

Wage Grade (WG) or “blue collar” positions have predominate duties which are related to work in recognized trades or crafts.

Position classification is the process used to determine the correct grade (or pay).

Technicians have a position description (PD) that lists in order of importance or frequency, all major duties and responsibilities required of their position.  Position descriptions have already been “classified” meaning that a position classification specialist has reviewed the PD and the work required by the position.  Using their technical expertise, the classification specialist “classifies” the position by using position classification standards published by the Office of Personnel Management.  The classification specialist compares the position description to the classification standard and arrives at a title, pay, plan, occupational series and grade.

Classification Appeals

The first step is to ask for a position review.  This gives the classifier an opportunity review the position and render a decision based on the most current information.  If a Technician disagree with the findings, he/she may file a classification appeal.

A classification appeal may be filed instead of asking for a position review provided the duties and  responsibilities described in the position description are accurate.

Three things can happen as a result of an appeal:

· The position can be; (1) upgraded or; (2) downgraded,

· The position could (3) retain the present grade level.

· Resources Office representatives can offer advise concerning classification appeal procedures as well as assisting in the preparation of an appeal.

Chapter 30  –  Merit Promotions

When a valid vacancy exists, the supervisor forwards through channels a Standard Form 52 (Request for Personnel Action) to the Human Resource Office.  The position is then advertised in one of the following ways:

Merit - Announced for a minimum of 15 days for on-board permanent Technicians. 
Application Procedures:  Eligible individuals must fully justify their qualifications on an Optional Application for Federal Employment (OF 612) to the Commanding General of District of Columbia, ATTN:  HRO,  2001 East Capitol Street, Washington, DC 20003-1719 prior to 1600 hours on the closing date of the announcement.

Selection Process

Once the announcement has closed, a HRO Staffing Specialist will review the application for qualification.  A Referral Certificate will be forwarded to the nominating official containing no more than (10) names of qualified applicants.

The nominating official will interview all applicants and return the NGB 300-6, along with all the applications and other required forms, with the selection or non-selection.  HRO reviews the selection and checks for compatibility (AFSC/MOS, unit or assignment, grade inversion) and other pre-requirements.  Once the selection is approved the recommending official will contact all applicants  and let them know if they were selected, or not selected for the job.  HRO will also notify in writing all non-selects, and selectees.

Chapter 31  –  Work force Realignment, Reorganization, Reduction – In-Force

A RIF occurs when a Technician is released from his/her competitive level by separation, change to lower grade, furlough for more than 30 days, or re-assignment of Technicians to other positions which involve the displacement of the incumbent. 

Retention Registers

In the event of a RIF, retention registers are developed.  These are lists of competing Technicians within the determined competitive area grouped by competitive levels.  These levels are groups of  positions that either have the same grade and occupational series; or, are similar enough in qualification requirements, working conditions, duties, and pay that the incumbent of one position can perform the duties of another position without significant training or interruption of work operations.

A retention register is developed for the following tenure groups:


a.  TENURE GROUP I:  Permanent, competitive service Technicians with career status, who have successfully completed their probationary period, and permanent, excepted service Technicians who have successfully completed a trial period.


b.  TENURE GROUP II:  Permanent Technicians who are serving a trial or probationary period.  This category includes competitive service Technicians with career-conditional status and excepted service Technicians who have not completed their trial period.  Competitive service Technicians under career appointments who must serve a probationary period are also in tenure II.


c.  TENURE GROUP III:  Technicians who serve under indefinite/temporary appointments in the excepted service.

Order of Release

The Technicians’ ranking on a retention register which is determined by type of appointment, performance appraisal category, and tenure group determines the order of release.  The Technicians will be released in the order their names appear on the retention register.

Priority Placement

If a Technician is downgraded during a reduction in force they are eligible for grade retention, pay retention and priority placement if applicable.

Grade Retention

During the grade retention period, a Technicians’ pay remains at the previous grade and he/she will receive all applicable within grade increases, and 100% of applicable pay adjustments for a two (2) year period.  Also, during this two year period, the Technician is placed on the priority placement grade register.  While on the register, if a Standard Form 52 (Request for Personnel Action) is received to fill a valid position, HRO will contact individuals on the register who meet the qualifications, both Technician and military.  If an offer is made and it is within the commuting area, the Technician will lose grade retention if he/she turns down the offer.  However, if the offer is made and it is outside the commuting area, the Technician may turn down and remain grade retention.  After the two year period, the Technician will then be eligible for pay retention.

Pay Retention

Pay retention is given if the Technician is eligible for grade retention or at the end of the two year grade retention period.  A Technician on pay retention receives his/her same pay prior to the downgrade (exception is if it exceeds 150%) and is eligible for 50% of the pay adjustment.  If the Technicians is being paid on the General Schedule increase and 100% of the locality increase.  During the pay retention period, Technicians are not eligible for within grade increases.  Technicians remain on pay retention until their pay catches up to their current position grade, promotion to  higher grade, demotion either voluntary or for cause, etc.

Re-Employment Priority List

If Technician in either groups I or II are separated due to a RIF, or reorganization, they are placed on the re-employment priority list.  The names are listed in order of tenure group and retention standings (highest to lowest) and will remain on the list for two years.  Individuals will receive priority placement for all suitable vacancies at the same grade or representative pay rate of the former position.  Technicians entitled to grade retention will receive priority placement prior to re-employment eligible.

Chapter 32  –  Training and Development

Supervisors will determine training needs.  Training and development needs may be met by:

· Planned or experience
· Developmental assignments
· Self-development (training gained on your own time with or without Federal tuition assistance)
· Training and education provided through agency facilities, other government and military facilities, military technical schools, and non-government facilities.
Training and development activities may occur as full-time or part-time, on or off duty, day or evening, or any combination of these.  The National Guard Bureau as well as other agencies conduct many specialized coursed specifically designed for Technicians.

Chapter 33  –  Labor-Management Relations

If you are a member of the bargaining unit you have the legal right to form, join, or assist any labor organization or to refrain from such activity.

You may represent the union and present its views to management or Congress.  This activity will be free of penalty or reprisal.  List of union stewards should be posted on bulletin board at work locations.  Union officials have paperwork to join union.  Technicians may join the union anytime.  Nothing requires an employee to become or remain a member.  Nothing in the Agreement shall require an employee to become or to remain a member of the union or to pay money to the organization except pursuant to-a voluntary, written authorization by a member for the payment of dues through payroll deduction.

Chapter 34 – Smoking Policy

Smoking tobacco harms readiness by impairing physical fitness and raising health costs of both the smoker and those exposed to Environmental Tobacco Smoke (ETS).  The smoking policy for the DCNG is that smoking is prohibited in all occupied buildings and work areas.  This includes, but is not limited to private offices, hallways, auditoriums, conference rooms, rest rooms, and supply rooms.  Smoking is also prohibited in all DCNG vehicles and aircraft to include GSA leased vehicles.

Chapter 35  -  Drug and Alcohol Use

In the case of alcohol or drug use, supervisor and managers are required to offer rehabilitative assistance as “reasonable accommodation” of an employee’s known problem or handicap.  The individual will be offered assistance through the Employee Assistance Program (EAP).  See Chapter 4 of this handbook for more information on the EAP.  This help is designed to help you resolve problems that may be affecting your job performance and overall well-being.
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